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CHAPTER ONE: GENERAL

SPI'S OVERVI EW

SPIS is an Oracle database with a Powerbuilder front end that is
intended to capture information about participating SPI contractors
and their associated SPlI processes. Field and Headquarters users
are able to add and edit information in one centralized database in
real tinme. At Headquarters, Mcrosoft Access is used as a report
generator for ad hoc queries and for predefined reports. Many of
these reports are posted on the DCMC SPI Home Page. Thi s manua
only applies to the O acl e/ Powerbuil der portions of the system

| NTRODUCTI ON

The Single Process Initiative (SPI) allows contractors to have
existing contracts nodified to replace nultiple governnent-unique
managenent and manufacturing systens with common, facility-w de
systens. After approval of a contractor’s SPlI proposal, the ACO
executes a Block Change nodification that nodifies all affected
contracts at the facility. DCMC manages and admnisters this
initiative for DoD

In accordance with DCMC Policy (the One Book, DLAD 5000.4, Single
Process Initiative (SPlI) Revision: August 1998), the Contract
Adm nistration Ofice (CAO, wth D strict coordination, shal

manage the Single Process Initiative, inplenenting all four process
phases. CAGCs shall report their SPI activity using the SPI System
(SPI'S) database, and shall update their data as actions occur or at

| east nonthly. The time period to conplete the Block Change
nmodi fication process cycle is 120 days--30 days for proposal
devel opnent, 60 days for approval, and 30 days for contract

nodi fication. Applicable consideration (savings) to the governnent
is typically negotiated during phase four (inplenentation).

The SPI  System (SPI'S) database was developed to consolidate,
streamine, and standardize all SPlI reporting requirenents and
met hods to District and Headquarters DCMC SPI staff and to provide
nore tinely SPI status reports to the Ofice of the Secretary of
Def ense (Acquisition and Technology), the Conponent Acquisition
Executives, and the Service and Agency buyi ng conmands/ of fi ces.

In order to ensure consistency, please follow the Chapter Two and
Chapter Three data field definitions and formatting specifications
precisely. Use sentence case data entry format for all text field
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inputs. Do not use UPPERCASE data entry format unless specifically
instructed to do so. HQ and District database adm nistrators have
been granted authorization to nodify field office data entry
formats in order to ensure that database report formats are uniform
across all CAGs.

VERSI ON 1.1 CHANGES

The major changes incorporated into this version of SPIS are
summari zed bel ow.

- Expanded the allowable entries in the PROCESSES “W THDRAVW'

W= Voluntarily Wthdrawm by KTR
D = Unani nousl y di sapproved by Managenent Counci l

S = Suspended due to legal action, investigations, fraud,
bankruptcy. (Mist be approved by District or HQ SPI
Staff. This is not for Law Reg Proposals.)

P = SPI Concept Paper not required (PROCAS or KTR was

subcontractor without privity of contract).

Nul | Not Wt hdr awn

Provided a pick list of allowable entries and changed
all current Y’ values to “W.

- Expanded the allowable entries in the PROCESSES “MODI Fl ED’
field to:
Y = Bl ock Change Mbodification issued.
A = Al current contracts requiring process change were
cl osed out prior to issuing block change nod.
MOA/ MU si gned for future procurenents.

Nul | Not Mbdified, no MDA/ MOU si gned.

Provided a pick list of allowable entries.

- Changed PROCESSES Screen Label from"Objectors” to
"Concur/ Object"” for all 7 PROCESSES Conponent “OBJECTOR’ fields
(Services & Agencies), and the allowable entries to:
C = CTL concurs with Concept Paper
O = CTL objects to Concept Paper
P Pendi ng CTL response
Nul | Service is not a major custoner; therefore, CTL response
i's not required

Provided a pick list of allowable entries and changed
all current “Y’ values to “O

- Expanded the allowable entries in the PROCESSES *“Escal ated”
field to:
CAO Cmdr
District Cndr
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DCMC Cndr
Service Acquisition Executive
Not Escal at ed

—<w
I

Provided a pick list of allowable entries.

- System will not allow PROCESSES “TECHACCEPT” to be entered
unl ess “ACOACCEPT” has been entered

- Systemw ||l not allow PROCESSES “MODI FIED' to be entered unl ess
“TECHACCEPT” has been entered

- Changed “CPN" & “CPW data entry field labels on the Data
Mai nt enance, CONTRACTORS, Add & Edit input Screens to:
90 Day Forecast:
CPN = # Est. CPs:
CPW = # Est. Mods:

- Included Rev_Date on the Processes Edit screen.
- Included Info_Date on the CAO Update Status screen

- Made the CONTRACTORS “KTRZI P’ field al phanuneric to acconmodate
nternational facility postal codes.

- Mdified the *“Processes” report to include the CONTRACTORS
“KTRI D’ out put field.

- Mdified the “Process Update Status” report selection nmenu to
i ncl ude a PROCESSES “Rev_Date” Range filter

- Mdified the “CAO Update Status” report selection nenu to
include a CACS “Info_Date” Range filter.

- Increased the screen width for the “CPID" field on the Data
Mai nt enance, PROCESSES, Add & Edit input screens.

- Changed the screen label for “MI|-Gov/Std Spec” to “Current

Reqgmt” on the Data Maintenance, PROCESSES, Add & Edit input
Screens.

SYSTEM REQUI REMENTS

Oracle SQL*NET 2.1 (or higher)

80486 processor (or higher)
- Mouse

- 8 MB RAM



- M ninmmusable nenory is 491KB

- M5 DOS 6.0 or higher

- M5 Wndows 3.1

- For network operations, network software that supports a
network basic input/output system (NetBIOS) and a server with a
hard di sk

- VGA or higher resolution nonitor recomrended

- 10 MB Hard Drive free space

- Proper printer driver installed in Wndows.

DEPLOYMENT NOTE

The follow ng sections provide generic information concerning the
steps necessary to begin using SPIS. Sone actions may have al ready
been taken by vyour district to facilitate this effort. Each
district has different policies and deploynent strategies. Users
should coordinate with their local Informations Systens support
personnel for assistance.

ORACLE CONFI GURATI ON SETTI NGS

Add an entry to the Oacle SQL*NET TNSNAMES. ORA file to provide
connectivity to the database on the Oracle server. The follow ng
paraneters are specific to this connection:

Entry Name = spis

Host = 131.66.1.2
Port = 1601
SID = spis

Al other paraneters in the TNSNAMES.ORA file can be duplicated
from anot her worki ng connection at your |ocation.

SPI S UPGRADE

Use this procedure to upgrade from SPIS Version 1.0. The SPI'S
program files reside on the HQ DLA anonynous FTP server in a
subdi rectory call ed “SPI S (URL ftp://160.147.213. 30/ SPI S).
SPI S11UP. EXE is a self-extracting archive file containing the
upgraded SPIS application (SPIS.EXE) and a supporting file.
SPI S11UP. EXE nust be transferred in binary node to the SPI'S working
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directory where Version 1.0 was installed. After downl oadi ng,
execute the SPI S11UP.EXE file to extract the files, overwiting any
earlier versions of the files. SPI S11UP. EXE may be deleted after
the self-extraction is successful.

SPI'S | NSTALLATI ON

Use this procedure if you have not previously installed SPIS
Version 1.0. The SPIS programfiles reside on the HQ DLA anonynous
FTP server in a subdi rectory cal |l ed “SPI S’ (URL;
ftp://160.147.213. 30/ SPI S).

SPI S11XX. EXE is a self-extracting archive file containing the
SPIS application (SPIS.EXE) and all necessary Power bui |l der
supporting files. SPIS11XX EXE nust be transferred in binary node
to a SPIS working directory (either a workstation hard drive or a
LAN shared drive) at your site. After downl oadi ng, execute the
SPI S11XX. EXE file to extract all files. SPI S11XX. EXE nmay be
del eted after the self-extraction is successful.

RUNNI NG SPI S

SPI S. EXE can be run from the Wndows “Run” command or by double
clicking on it from File Mnager or Explorer. Users can also
create their own icon and place it in a group or folder of their
choi ce.



CHAPTER TWO  ADM NI STRATI VE FUNCTI ONS

This chapter is primarily for SPIS database adm nistrative users;
however, there is useful information in this chapter for all levels
of users.

Before SPI'S can be used to track contractors and processes, certain
adm nistrative information nust be entered by the District or HQ
DCMC adm ni strative user. The four Admnistrative Functions are
User Managenent, CAO Managenent, Process Type Mnagenent, and
Law Reg Managenent.

USER MANAGEMENT

User Managenent allows the Admnistrator to Add, Edit, and Del ete,
SPI S users and Reset Passwords for them  Special user reports can
al so be previewed and printed.

Add New User

Based on input from this screen, a new user is provided the
capability to logon to SPIS and access certain nodul es dependi ng
upon the assigned User Access Level. Entries in fields on this
screen are required to save a new SPIS user. |If you are adding a
new user from a “new CAO that has not previously reported SPI
information, you must first add the CAO under the CAO Managenent
function.

The Standard DLA Logon ID nust be unique to each user. The initial
password is issued to the new user by the adm nistrative user who
adds the new user. The Logon ID and the password are not case
sensitive, but cannot begin with a nunber. The password cannot be
the sanme as the Logon ID or its reverse. The password nust be at
| east six characters wth an enbedded nunber and has a nmaxi num
lifetime of 180 days.

The avail abl e user access | evels are described bel ow

St andar d. A Standard user can access all SPI'S functions on
the SPIS Main Menu screen with the exception of Admnistrative
Functions, but only for <contractors and processes under the
cogni zance of the user’s specified CAO. This is the typical access
| evel for users who are in a CAOQ, but would not normally apply for
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a user at a district or DCMC headquarters. The District/CAO field
must be a specific office and the User Access Level nust be set to
St andar d.

View Only. A View Only user can only access Reports (for all
CAGs, contractors, and processes) and Change Password on the SPIS
Main Menu screen. Set the User Access Level to View Only and the
District/ CAOto a specific CAO or to one of the foll ow ng:

DCMC H Headquarters
DCNVDE E/ D strict East
DCVDI |/District International

DCVDW WDistrict West

Adm ni strative. An Adm nistrative user can access all SPIS
functions on the SPIS Main Menu screen for all CAGs, contractors,
and processes. Only users at a district or DLA/DCMC headquarters
will be granted this access |evel. Set the User Access Level to
Adm nistrative and the District/CAO to one of the four selections
above.

Edit User Information

Edit User Information allows the Admnistrator to nodify user
information for the user selected from the Select a User popup
screen. Entries in all fields are required. They can be nodified
but not del et ed.

Del ete User

Del ete User deletes the user's |ogon account.

Reset User Password

Reset User Password allows the Admnistrator to issue a new
password to the user selected fromthe Select a User popup screen.
The password is not case sensitive, cannot begin with a nunber,
cannot be the sane as the Logon ID or its reverse, nust be at | east
six characters with an enbedded nunber, and has a maximum lifetine
of 180 days.



Preview Print User Information

Preview Print User Information provides the Admnistrator wth
reporting capabilities for information on SPIS users. User reports
can be sorted based on the User Nanme, User Logon ID, or District.
The reports can be previewed or printed.

Adm ni strative Functi ons Menu

Returns user to the Adm nistrative Functions nenu.

Mai n Menu

Ret urns user to the Main nmenu.

CAO MANAGEMENT

CAO Managenent allows the Admnistrator to Add, Edit, and Delete
CAGs from SPI S.

The Add and Edit functions require a District to be selected froma
popup and a unique CAO nane to be entered. The DISTRICT is a
mandatory field containing only "E', "W, or "I". The Contract
Adm nistration Ofice (CAO nane is a mandatory field up to 60
characters in length and should follow the nam ng convention of
DCMC “City” (for geographic CAGs) and DCMC “Facility-Gty” (for
Resi dent CAGCs). The CAO nane is for Secondary Level Field Activity
(SLFA) nanes only. Tertiary |level office nanes will not be used as
those activities will report as part of their respective parent
or gani zati on.

When a CAO nane is nodified during an Edit function, the new nane
is propagated to the Contractors table. A CAO can not be deleted
if it has contractors associated with it. Trying to do so wll
result in a database error nessage.

PROCESS TYPE MANAGEMENT

Process Type Managenent allows the Admi nistrator to Add, Edit, and
Del ete process types from SPI S.

The Add and Edit functions require a unique process type. \Wen a
process type is nodified during an Edit function, the new nanme is
propagated to the Processes table.



A process type can not be deleted if it has processes associated
with it.

LAW REG MANAGEMENT

LAW REG Managenent allows the HQ DCMC SPI Law/ Reg POC to Add, Edit,
and Delete selected information for those processes that have been
identified as requiring changes to | aws or regul ations.

Standard users in field activities are responsible for entering
initial tracking data for a process up through submttal of concept
paper package to HQ DCMC for action. This is detailed in Chapter
Three, Data Mi ntenance, Process Data, Law Reg screen. The HQ DCMC
Law Reg POC is responsible for entering the followng Law Reg
tracking data which is read-only to the field activity:

HQ Rcpt: Enter the "DD MW YYYY" date, where DD and YYYY are
numeric values for the day and year and MVWM are the first three
letters of the nonth, that HQ received the CP package from CAQ

CP Rvw. Enter the "DD MW YYYY" date, where DD and YYYY are
numeric values for the day and year and MVWM are the first three
letters of the nonth, that HQ reviewed the CP package.

Checklist?: Are all checklist itens adequate for processing? Enter
"Y' or "N'. If "N', then identify all discrepancies in the LawReg
Status Field.

Dat e: If the package is inconplete (if LawReg Checklist = N),
enter the "DD MW YYYY" date, where DD and YYYY are nuneric val ues
for the day and year and MW are the first three letters of the
nmont h, that the CP pkg was returned to the CAQ

HQ Legal Rvw. Enter the "DD MW YYYY" date, where DD and YYYY are
numeric values for the day and year and MW are the first three
letters of the nonth, that HQ® requested functional/legal review

(via 1OV,

Functional Rvw Enter the "DD MW YYYY" date, where DD and YYYY
are nuneric values for the day and year and MW are the first three
letters of the nonth, that the HQ Functional Review was conpl et ed.

Addi tional Rvw Enter the "DD MW YYYY" date, where DD and YYYY
are nuneric values for the day and year and MW are the first three
letters of the nonth, that additional review discussions were
performed (as required).

Case Req’'d?: |Is a FAR/ DFARS Case required? Enter "Y" or "N'.

Dat e: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
values for the day and year and MW are the first three letters of
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the nonth, that the case was prepared. You nust enter a date if
you entered a “Y" for Case Req’ d?.

From HQ Date: Enter the "DD MW YYYY" date, where DD and YYYY are
numeric values for the day and year and MW are the first three
letters of the nonth, that the Law and Reg IOM letter, & fact
sheet are conpl et ed.

MAI N MENU

Ret urns user to the Main nmenu.
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CHAPTER THREE: OI'HER FUNCTI ONS

DATA MAI NTENANCE

Data mai ntenance is the responsibility of the CAO SPI POC who has
Standard wuser access. The three data maintenance areas are
contractor data, process data, and CAO status and the information
shoul d be updated i medi atel y whenever changes occur.

The contractor and process data maintenance functions are Add,
Edit, and Delete. Delete is active for Adm nistrative users only.
All  screens have record navigation, Save, Select, and Cancel
buttons at the bottom of each screen. The primary difference
between the "Add" and "Edit" screens is that the "Edit" screens are
preceded by either the "Select A Contractor” or "Select A Process
| D' pop-up selection w ndows.

Clicking the Save button saves any input you have nmade for that
contractor or process and then opens either the "Select A
Contractor" or "Select A Process |ID' pop-up selection w ndow.
Clicking the "Cancel"™ button will discard any input you have nade
for that contractor or process. Clicking the "Select" button
allows you to choose another contractor or process wthin your
currently active screen.

Contractor Data

St andard users can Add and Edit contractor data fromthese screens.
Adm ni strative users can al so Delete contractors fromthe database,
but only in the wevent of a gross mstake or a conpany
mer ger/acqui sition/reorgani zation and only after notifying the HQ
DCMC SPI Team Chi ef . Delete only works if there are no processes
associated with the contractor.

Contractor data maintenance has three screens: KTR, CTL, and
St at us.
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The KTR screen cont ai ns:

KTRID: This is a systemgenerated counter which is unique for each
contractor and is displayed only in Edit node.

KTR Nanme: This is a mandatory field. Enter the Contractor’s
"Corporate and Facility Nane, Cty, ST', e.g., "Lockheed Martin
M ssiles and Space, Sunnyvale, CA". If the Contractor is not based
inthe US., include their Country as well.

Cor por ati on: This is a mandatory field. Enter the Contractor's

Cor porate Nane, e.g., Boeing, Lockheed Martin, etc. Use the DCMC
SPI Honepage “Contractors In Prograni or “Top 200 DoD Contractors”
reports to determne if the corporation nane is currently defined
in the SPI database. |If it is, use the corporation nanme provided.
If not, use the existing nanmes to determne the best nam ng
convention for new SPI participating corporations.

ULC Enter the Contractor's DCMC ULO i n doll ars.
DoD Sal es: Enter the Contractor's Total DoD Sales in dollars.

Top 200: Enter the Contractor's Top 200 DoD Corporate Ranking from
the DCMC SPI Honepage, if applicable.

Sub KTRs: This field is designed to capture SPI at the sub-tier
level. It is specifically related to the sub-tier contractors that
this prinme contractor has successfully recruited to participate in
the SPI program which inpacts work at the prinme facility. Ent er
the nunber of Sub-tier contractors this prinme contractor has
involved in the SPI Program | AWthe definition above.

| nfo Sharing?: Only enter "Y' if the Contractor is participating
in the SPI Information Sharing of Innovations and Modified
Processes on the DCMC SPI Honepage. Do not populate this field
w thout the contractor’s know edge. Leave blank if the contractor
IS not participating.

# Est CPs: Enter the estimated nunber of SPI concept papers (CPs)
(up to 3 digits) to be submtted by the Contractor in the next 90
days. [Note: this field wll not accept a value less than 1. This
characteristic will be corrected in a future revision].

# Est Mods: Enter the estimated nunber of bl ock change
nodi fications (up to 3 digits) to be executed in the next 90 days.
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KTR
PQOC. Enter the Nane of the Contractor SPlI POC.

Phone: Enter the Contractor SPI POC s Phone Nunber/Fax (Extension,
if required) in the format of:  ###- ###- #H##H] - ##H# (X #H##H) .

Email: Enter the Contractor SPI POC s Email Address.
Address: Enter the Contractor SPI POC s Street Address.
Cty: Enter the Contractor SPI POC s City.

State: Enter the Contractor SPI POC s State or country code (two
characters).

Zip: Enter the Contractor SPI POC s Zi pCode.
CAO This field is read only and is filled fromthe CAGCS tabl e.

POC First: Enter the Mlitary Rank (if applicable) and First Nane
(up to 25 al phanuneric characters) of the SPI Point of Contact
(POC) wthin the Contract Admnistration Ofice (CAO.

POC Last: Enter the Last Name (up to 25 al phanunmeric characters)
of the SPI Point of Contact (POC) within the Contract
Adm nistration Ofice (CAO.

Phone: Enter the tel ephone, fax and extension, if required (up to
30 digits) of the Contract Admnistration Ofice Point of Contact
(CAO POC) in the format of:  ###- ###- ##H#] - ###E ( XHBHA) |

Emai | : Enter the CAO POC s Emmi |l Address.

The CTL screen contains:
KTR Name: dick the select button to choose a different KTR

Customers Notified?: Enter "Y" if Custoners have been notifi ed,
ot herwi se | eave bl ank.

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
values for the day and year and MW are the first three letters of
the month, that Custoners were notified. You nmust enter a date if
you entered a “Y" for Custoners Notified?.

CTLs ldentified?: Enter "Y' if CITLs have been identified,
ot herwi se | eave bl ank.

Dat e: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
values for the day and year and MW are the first three letters of
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the nonth, that CTLs were identified. You nust enter a date if you
entered a “Y” for CTLs ldentified?.

Custoners (Each Conponent): Enter "Y' for each conponent that is a
maj or customer at this facility, otherw se |eave blank. For
"Qther”, enter "Y" if there are any other major custoners at this
facility such as USMC, NSA, FBI, etc. Oherw se, |eave bl ank.

Conmponent Team Leaders (Each Conponent): Enter the Conponent Team
Leader (CTL) "Rank/Name, Phone, email". You nmay also enter
alternate CTLs within this field, space permtting. [Text Capacity
this field: 75 characters each conponent ]

Buying Ofices (Each Conponent): Enter all affected Conponent
Product Centers/Buying Commands/Buying O fices. Al so include the
Program O fice/ DoDAAC, e.g., ASC (F-22/DoDAAC), SMC (GPS/ DoDAAC,
DSP/ DoDAAC), AMCOM (Apache/ DoDAAC), NAVAIR, NAVSEA, GSFC, MSFC,
DSCC, DSCR, USMC, NSA, FBI, etc. Refer to the SPI Honepage Buying
Ofice Cross Reference Table for additional Product Center/Buying
Command/ Buying O fice namng conventions. [Text Capacity this
field: 200 characters]

The Status screen contains:

Current Status: Enter the Status of CAO Contractor, and/or
Managenment Council SPlI  activities. [ Text Capacity this field:
UNLI M TED]

Lessons Lear ned: Enter all SPI Lessons Learned identified by the
CAO, Managenent Council, or contractor. [Text Capacity this field:
2000 characters]

Process Dat a

Standard users can Add and Edit Process data from these screens.
Adm ni strative users can also Delete processes from the database,
but only in the event of a gross m stake and only after notifying
the HQ DCMC SPI Team Chi ef .

Process data nmi ntenance has four screens: Process, CBA, Comments,
and Law Reg.

The Process screen contains:

PID: This is a system generated counter which is unique for each
process and is displayed only in Edit node. The PID will be used
in communication anong CAGs, districts, and HQ DCMC and for data
mai nt enance. Therefore, users should keep a current listing of all
PI Ds for which you have cogni zance.
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CPI D Enter CAO s Concept Paper local tracking ID nunber, if it
exists. This field is used in conjunction with the PID to provide
better identification when wusing the “Select a Process ID
selection window. |Its use is highly encouraged.

KTR Nane: This is a mandatory field. Pick Contractor's Nane,
Cty, ST frompull-down Iist (fed from Contractor screen).

Current Reqgnt: This is a Mndatory field. Enter the current
DoDY M L/ Govt - St andar d/ Speci fi cati on/ FAR/ DFARS/ Contract Requi r enent
and a brief description of the process to be repl aced.

Proposed Process: This is a Mandatory field. Enter the Proposed
Repl acenent Standard and a brief description of the process.

Process Type: This is a Mndatory field. Select the Type of
Process Change for this SPI Process (see the SPI Hone Page Dat abase
Qutputs section to determne which process type category the
proposed change applies to).

Law Reg Change Reqd?: Enter "Y' if a Statutory or Regulatory
Change is required, otherw se | eave bl ank.

Tech/ Bus?: Enter "T" for Technical or "B' for Business related
process changes.

Sub Dat e: This is a Mndatory field. Enter the "DD MW YYYY
date, where DD and YYYY are nuneric values for the day and year and
MW are the first three letters of the nonth, that the Concept
Paper/ Process was received by the |ocal DCMC office. Once this
date is entered, it cannot be nodified at the CAO level. This date
starts the 120-day cl ock!

ACO Accept ?: Enter "Y' if the ACO Accepted or "N' if the ACO
Rej ected the CP/Process for SPI Processing. Leave blank until the
ACO has nmade a CP processing acceptability decision. Only enter a
“Y' if the contractor has submtted a concept paper and proposa
that nmeets all criteria and is ready for Mnagenent Council/Tech
Revi ew. If you enter an “N', provide rationale in the Comrents
field.

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
values for the day and year and MW are the first three letters of
the nonth, that the CP/Process was found Acceptabl e or Unacceptabl e
for processing by the ACO. You nmust enter a date if you entered a
“Y' or “N° for ACO Accept? This date marks the conpletion of the
SPI Proposal Devel opnent (0-30 day) phase.

MC/ Tech Accept?: Enter "Y' or "N' if Managenent Council/ Custoners
agree or do not agree to technical feasibility. Leave blank unti

MC has made a CP technical feasibility decision. If you enter an
“N’, all applicable Concur/bject values nust be "O', Wthdrawn?
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must be "D', and you nust provide rationale in the Comments field.
No entry can be made unless an entry has been made in ACO Accept ?

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
values for the day and year and MW are the first three letters of
the nonth, that the CP/Process was found Technically Acceptable or
not. You nust enter a date if you entered a “Y" or “N for MJ Tech
Accept? This date nmarks the conpletion of the SPI Approval (31-90
day) phase.

Modi fi ed?: Select "Y' if a Block Change Modification has been
i ssued. Select "A" if all current contracts requiring process
change were closed out prior to MC decision to approve, resulting
in a MOU MOA being signed for future procurenents. O herw se,
| eave bl ank. Enter a brief synopsis of the nod in the Comments
field upon execution of the nod. No entry can be made unless an
entry has been made in MJ Tech Accept?

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
val ues for the day and year and MW are the first three letters of
the nonth, of nodification. You nust enter a date if you entered a
“Y' for Modified? This date marks the conpletion of the SPI

Concept Paper Modification (120-day) process.

Concur/ Qbj ect (Each Conponent): Indicate all conponents affected
upon acceptance of the concept paper. Select "P” for each
Conmponent affected by the process change while a response is
required. Provide an estimted response date, by conponent, in the
Comrents field.

Select; "C if the Conponent Team Leader concurs with the concept
paper .

Select "O if: MJTech Accept? is "N' or any Conponent Team
Leaders object to the concept paper. If an “O is selected,
provi de detail ed objection rationale in the Comments field.

Leave blank if the Conponent is not a major custoner and no
response is required fromthe Conponent Team Leader.

Escal ated?: Select "1" if the Concept Paper has been escalated to
t he CAO Commander. Select "2" if the Concept Paper has been
escalated to the District Commander. Select "3" if the Concept
Paper has been escalated to the DCMC Conmander. Select "Y' if the
i ssue has been escalated to the CAE/SAE. If the CP has not been
escal ated, |eave blank. Provide rationale and status for all
selections in the Comments field.

Wthdrawmn?: Select "W if the Concept Paper has been voluntarily
w thdrawn by the contractor. Select "D' if MJ Tech Accept? is "N
and the Concept Paper has been di sapproved by the Managenent
Council. Select "S" if the Concept Paper has been suspended due to
| egal action, investigations, fraud, or bankruptcy (nust be
approved by District or HQ DCMC staff). Select "P'" if a Concept
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Paper is not required (PROCAS or the contractor did not have
privity of contract). Oherw se, |eave blank. Provide detailed
rationale and status for all selections in the Comments field.

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
val ues for the day and year and MW are the first three letters of
the nonth, that the process was withdrawn. You nust enter a date
if you selected a value for Wthdrawn?

KTR s Process Description: Enter Contractor's "Press Rel ease"
Description for Wb Posting. Only disclose exact descriptions
provided to you by contractors participating in the SPI Sharing of
| nnovations Program [Text Capacity this field: 2000 characters]

The CBA screen contains Conpetition Sensitive (For Oficial
Use Only) information:

Consi deration?: Enter "Y' if Consideration is appropriate,
ot herwi se | eave bl ank.

Proposal ?:  Enter "Y' if a proposal is required, otherw se |eave
bl ank.

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric
val ues for the day and year and MW are the first three letters of
the nonth, that the proposal was received. You nust enter a date
if you entered a “Y’” for Proposal ?

Negoti ated?: Enter "Y" if negotiations are conplete, otherw se
| eave bl ank.

Date: Enter the "DD MW YYYY" date, where DD and YYYY are nuneric

val ues for the day and year and MW are the first three letters of

the nonth, that negotiations were conpleted. You nust enter a date
if you entered a “Y’ for Negotiated?

Contract Val ue Affected: Enter the Contract Award Dollar Value O
All Contracts Affected by this Process Change.

Negoti ated Savings: Enter the Negotiated Savings in dollars. You
must enter savings if you entered a “Y" for Negoti at ed?.

KTR

| mpl enmentati on Costs: Enter Contractor's Estimated Cost to
| mpl ement  this Process Change in dollars. Enter $0 if the
contractor estimates that there will be no inplenentation costs.

Leave this field blank only if the Contractor did not provide a
ROM Provide full explanation of why no ROM was provided in the
Comment s field.
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| medi ate Savings: Enter Contractor's Estimated G oss Cost Savings
on Existing Contracts in dollars. Enter $0 if the contractor
estimates that there will be no i medi ate savings. Leave this field
blank only if the Contractor did not provide a ROM Explain in
Comments field.

Annual Cost Avoi dance: Enter Contractor's Estimted Annual Cost
Avoi dance on Future Contracts in dollars. Enter $0 if the
contractor estimates that there will be no cost avoi dances. Leave

this field blank only if the Contractor did not provide a ROM
Explain in Comments field.

Cost Avoi dance Years: Enter the Nunmber of Years (from1l to 5) that
the Annual Cost Avoidance is projected for/has been negoti ated.
Enter 0 if the KTR estimated avoidance is $0. Use the DCAA
estimate if available. Do Not |l eave this field blank.

DCAA Note: If the CBA is performed by an office other than DCAA,
record their values in the DCAA fields and enter "Other" in Region.

| mpl enent ati on Cost s: Enter DCAA's Estimated |nplenentation Cost

in dollars. Enter $0 if DCAA estimates that there will be no
i npl enentation costs. Do Not leave this field blank wupon
conpletion of the DCAA report. |If the report does not dispute the

Contractor's estinmates, enter those val ues here.

| medi ate Savi ngs: Enter DCAA's Estimated Goss Cost Savings to
Exi sting Contracts in dollars. Enter $0 if DCAA estimates that

there will be no imediate savings. Do Not |eave this field blank
upon conpletion of the DCAA report. |If the report does not dispute
the Contractor’s estimates, enter those val ues here.

Annual Cost  Avoi dance: Enter DCAA's Estimated Annual Cost
Avoi dance to Future Contracts in dollars. Enter $0 if DCAA
estimates that there will be no cost avoidances. Do Not |eave this
field blank upon conpletion of the DCAA report. |If the report does

not di spute the Contractor's estimates, enter those val ues here.

Regi on: Enter the DCAA Region, or "Oher" if CBA perfornmed by
anot her office. If you enter “Qther,” enter the identity of the
reviewer in the field; 'KTR vs DCAA Rational e'.

Rpt Dat e: Enter the "DD MW YYYY" date, where DD and YYYY are
numeric values for the day and year and MVWM are the first three
letters of the nonth, that DCAA issued the CBA report.

KTR vs DCAA Rational e: Enter the DCAA report nunber. | f other
than a formal report, indicate node of opinion, i.e., nmeno, note,
telecom etc. Continue details in the Comments field if necessary.
Enter the Rationale for any differences between DCAA and Contractor
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Estimates or any additional supporting CBA rationale. [Text
Capacity this field: 150 characters]

The Comments screen contains:

Overage Rationale: Enter the reason why the process has/wll
exceed 120-day processing goal. Your rationale should provide Root
Cause, Corrective Action, Get Wl| Date, and Estimated Md Date
[ Text Capacity this field: 2000 characters]

Comrent s: Enter details of all non-nonetary benefits of the
proposal, and any comrents related to this process and its
progress, including |essons |earned.

This field is also required to record coments for

a) ACO Accept = N, enter detailed rationale

b) MC Tech Accept = N, enter detailed rationale

c) Modified: Upon execution of the MOD enter a brief synopsis of
t he i npact of the change.

d) Concur/Cbhject = O enter detailed objection rationale

e) Escal ated; enter detailed rationale and status

f) Wthdrawn proposals; detailed rationale

g) No ROM enter detailed rationale

h) CBA comments; Oher office performed CBA, No CBA, etc

i) Excess Overage Rationale; Wen Overage field is full and
record is still open. Mve existing data to this field and
enter new status in Overage field.

[ Text Capacity this field: Unlimted ]

The Law/ Reg screen contains:

Location: Enter the |location of the Law Reg concept paper/process,
"HQ' or "Local" (Local = still at CAO — has not been submtted to
HQ. This field is case sensitive.

To HQ Dat e: Enter the "DD MW YYYY" date, where DD and YYYY are
nunmeric values for the day and year and MW are the first three
letters of the nonth, that the Law and Reg |ssue/Process was sent
to DCMC.

Ctation?: Enter "Y' if the Law Reg package includes Specific
Regul atory G tation requiring change, otherw se | eave bl ank.

Di scussi on?: Enter "Y' if the Law Reg package i ncludes

requi renments origin discussion (Statute, Executive Oder, or other
agency directive), otherw se | eave bl ank.
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| npr ovenent ?: Enter "Y' if the Law Reg package includes a
statenment of what problem or situation will be avoided, corrected,
or inproved, otherw se |eave bl ank.

| npact?: Enter "Y' if the Law Reg package includes a statenent as
to whether the change wIll result in a significant i npact,
ot herwi se | eave bl ank.

Language?: Enter "Y' if the Law Reg package includes suggested
change | anguage, otherw se | eave bl ank.

Local Legal Rvw?: Enter "Y" if the Law Reg package includes the
Local Legal Review, otherw se | eave bl ank.

CBA?: Enter "Y' if the Law Reg package includes a Cost/Benefit
Anal ysis (including cost, schedul e, performance benefit to
Governnment ), otherw se | eave bl ank.

St at us: Enter the Law Reg Process Status [Text Capacity this
field: 2000 characters]

Not e: Remai ning Law/ Reg info can only be entered by the HQ DCMC
SPI  Law Reg PCC. See the Law Reg Managenent section of this
docunent .

CAO St at us

Effective immediately, use of this screen for summary reporting of
weekly SPI activity is discontinued. Data currently residing in
this field will be reviewed and del et ed.

This field is reserved for future use. This section may be used
for other itens of interest as announced.

Mai n Menu

Ret urns user to the Main nmenu.
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REPORTS

Al'l user access levels can generate any report. Admnistrative and
View Only users can report on all information in the database.
St andard users can only report on information related to their CAQ

Contractors

This report shows all available information concerning the
contractors involved in SPI. The user can select all of DCMC, one
district, one CAO or one specific contractor.

Processes
This report shows all available information concerning the
processes involved in SPI. The user can enter a date range for

when the process information was |ast revised and select all of
DCMC, one district, one CAO one contractor, or one specific
process.

Process Update Status

This report shows the status of when process information was | ast
revised. The user can enter a date range and then select all of
DCMC, one district, or one specific CAQ

CAO Updat e Status

This report shows the status of when CAO SPI status information was
| ast revised. The user can enter a date range and then select all
of DCMC, one district, or one specific CAO

Mai n Menu

Ret urns user to the Main nmenu.
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CHANCGE PASSWORD

The Change Password function is used for changing your password.
Cick on the Change Password button in the SPIS Main Menu screen
and follow the instructions on the screen.

Your password is not "case sensitive". It cannot begin wth a
nunber, cannot be the sanme as the Logon ID or its reverse, and nust
be at l|east six characters with an enbedded nunber. Wen changi ng
passwords, it nust change in at |east three positions fromthe old
password. It has a maximumlifetinme of 180 days.

Sel ect Menu to return to the nmai n nenu.

EXI'T

This term nates the SPI'S application.

22



CHAPTER FOUR: M SCELLANEQUS

PRODUCT SUPPORT

SPI'S product support should first be sought from | ocal functiona
Points of Contact (POCs) and/or Information Systens (IS) support
per sonnel . Addi tional assistance nmay be obtained from the
followng District/HQ DLA PCCs:

Functi onal 1|ssues | S | ssues

DCVDE (617- 753- xxxx/ DSN 955- xxxx)

Ednmund C avette (4224) Marvi n Menovi ch (4465)
Chuck Hurley (4223) Jeanne David (4655)
Jack Sheehan (4080) SPI'S Oracl e Server Hel pdesk (4444)

DCVDI  (703-767- xxxx/ DSN 427- XXXX)

Scott C enons (2764) M5gt James Wodard (6366)
M nerva Bl anco (2756)

DCVDW ( 310- 335- xxxx/ DSN 972- XxXXX)

Dw ght H Il (4396) Karen Schul t heis (4165)
Conni e Noah (4211)

Headquarters DLA (703-767-xxxx/ DSN 427- XXXX)

Paul a Metcal f (3468) Ki m Johnson (2011)
Donna Butl er (3379) Denni s Skoneczka (6327)
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TROUBLESHOOTI NG TI PS

The first thing to renmenber is that sonme problens are tenporary
connectivity or server issues that you can’t resolve yourself, but
usual ly get fixed quickly or by the next norning after the system
has been brought down for backup. If possible, wait a while and
cone back later. If you can’'t wait, try the follow ng tips.

When trying to resolve a problem it helps to knowif it is limted
to one user, one workstation, one office/LAN, or if it seenms to
af fect every user. The followi ng sequence should be tried to
determ ne the scope of the problem

- repeat your actions exactly two or three tinmes to verify
that there truly is a problem

- see if you have the sane problem when you try |ogging onto
anot her wor kst ati on.

- see if another | ocal user has the sane problem

- contact another CAO or your district and ask if they are
havi ng t he probl em

- see if you or any other local users can connect/run other

Oracle applications that are hosted by servers in either Boston or
Los Angel es.

Coul d not resol ve service nane

- This is usually caused by an incorrect entry in the Oracle
SQ*NET TNSNAMES. ORA file. See the “Oracle Configuration Settings”
section in this manual for the proper entries.
Cannot connect to database

- If the problemis I[imted to you or your office, start by
getting help locally fromyour LAN adm nistrator or other technical
support person. If the problem involves multiple offices, notify
the DCVDE Hel p Desk at 617-753-4444.
Exceeded nmaxi mum nunber of simultaneous processes

- This is a problemwth the SPIS server in Boston. Notify
the DCVDE Hel p Desk at 617-753-4444.

Ti med Cut

- SPIS has been set to disconnect a user after 30 m nutes of
idle tine. This includes typing lengthy narratives in the
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unlimted nmeno text fields. Refer to the SPIS User’'s GQuide/Tips &
Tricks for additional insight.

You are using an obsol ete version of SPI'S

- Install the latest version in accordance with the SPIS
User's WManual

SPI' S has been tenporarily deactivated.
- W have intentionally deactivated the system for

mai nt enance, upgradi ng, or other reason. Advance notification wll
be provi ded whenever possible.

25



SPI'S Manual : Change 1 Sunmary

Changes are indicated by a vertical bar in the left margin of each
af fect ed page.

Page:

1

13
15

17

18

19

20

21

24

Descri ption:

Reference to SPI One Book chapter and SPI'S reporting
requi renents added to Introduction

CAO nane limted to SLFA
not e added
text capacity notes

MC/ Tech Accept: gui dance nodified
Modi fi ed: gui dance nodified
Concur/ Qbj ect (Each Conponent): gui dance nodified

Wt hdrawn?: guidance nodified
text capacity notes

Negoti ated Savings: deleted the word "Net"

Revi sed gui dance for:

KTR | mpl ementation Costs, |Inmmediate Savings, Annual
Cost Avoi dance, and Cost Avoi dance Years

DCAA: I nplenmentation Costs, |Imediate Savings, Annual
Cost Avoi dance

Revi sed gui dance for: Region; KTR vs DCAA Rati onal e;
Overage Rational e; and Comments,
text capacity notes

text capacity notes
CAO Status field guidance changed.

Del eted Harvey Person and Marial ane Schultz. Al so m nor
reformatti ng of page.
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